PeopleSoft Self-Service Forgot Your Password Instructions

1. Welcome to the City of Norfolk’s web site: www.norfolk.gov
2. Click “Government”
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AtoZ | AskaQuestion | Departments | Staff

Life. Celebrated Daily.

Current Council Agenda
Agendas

Blogs

City Directories
Departments

Frequently Asked

CITY SPOTLIGHT

[ news RS

Poverty Reduction Report to City Council & Formal Session
July 8 Meeting Video Available

The work session and formal session, including public hearings, is
available for viewing and download. Read on...

Learn How to Help Your Community in a Disaster

Classes to be held the weekend of July 19 and 20 from 8:30 a.m. -
4:30 p.m. The July classes will be held at the Norfolk Emergency
Operations Center (First Precinct), 3661 E. Virginia Beach Blvd.
Additional Info.

Virginia Port Authority Requests Extension for Truck Traffic

An Hamnéan Ranlavard

CURRENT TOPICS

Update on Norfolk’s
Coastal Resilience
Strategy

A 13-page booklet outlines
this city’s multi-faceted
flooding strategy, including
efforts to adapt
infrastructure, protect
neighborhoods, shorelines -
and wetlands.

Citvwide map of potential proiects. Report

3. Click “Retirement”

Contact Officials
Courts
Departments

Mayor

Newsletters / Videos

Norfolk Criminal Justice
Service

Norfolk Public Library
Norfolk Public Schools
Records Request (FOIA)
Retirement

Sheriff's Office

Social Media

Virginia Construction
Codes

Vaoting in Norfolk

_
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City Manager
City Manager's Office

City Mission & Seal

Read the mission for the City of Norfolk and view the city seal

City Treasurer
The Office of the Treasurer

Commissioner of Revenue
The Office of Commissioner of Revenue

Commonwealth's Attorney
The Norfolk Commonwealth’s Attorney’s Office

Contact Officials

Look through contact information for the City Council, the Virginia General Assembly, and federal offices.

Courts
Circuit Court Docket and General District Court

Departments

Find information on the departments that make up the City of Norfolk government.

Mayor
Meet the current mayor of Norfolk

Newsletters / Videos

Check out various newsletters and videos from the City of Norfolk.

Norfolk Criminal Justice Service

Norfolk Public Library
Norfolk Public Library

Norfolk Public Schools
MNorfolk Public Schools

Records Request (FOIA)

How to request records involving the Freedom of Information Act

Retirement

View retirement information for City of Norfolk employees
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PeopleSoft Self-Service Forgot Your Password Instructions

4. Click “PeopleSoft Self-Service” under Retiree Self-Service

GOVERNMENT | BUSINESS | SERVICES | COMMUNITY ENJUYNUHFULK HOW DO

o R F Internal City Structure | Tools for Growth | Provided by the' Cuy Resident Engagelmt Leisure & Information Center

L;fc Celebmud Daily.

Home > Departments > Finance > Retirement

| A AA
Eady &) Sl CONTACT US
AtoZ AskaQueston Departments Retirement Sheryl Potier.Griggs
[z s<IN f]VY] & Acting Executive Secretary
Email
S Retirement Bureau

fnancl REpoies The bureau maintains information necessary to administer benefit payments to 810 Union Street
Purchasing S members, performs accounting and payroll tasks according to federal and state Room 309

regulations pertaining to qualified pension funds, and provides retirement and death Norfolk, VA 23510
Retirement benefits to the system membership in accordance with Chapter 37 of the Norfolk City

Code. PH:757-664-4738

FX: 757-664-4098
Retiree Self-Service

e e J— auckumks
« Self-Service Log in Instructions QUICKLINKS

+ Self-Service Forgot My Password Instructions « Norfolk City Code Chapter 37
« Self Service Open Enrollment Instructions « ICMA Retirement Corporation

5. If you have forgotten your password, enter your User ID and Click “Forgot your
password?” - Your User ID is your Retirement Employee ID and can be found on
your paycheck/advice near your name. You will be directed to the page
illustrated under #5.

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:

User ID: | 01234R |

English Espanol
Password: I l Dansk Deutsch
orgot vour password? = Francais Francais du Canada
m Italiano Magyar
Nederlands Norsk
Polski Portugués
Suomi Svenska
Cestina BEE
=0 PyCCruid
jH {#i{E.h 3
e st
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6. Enter your User ID again and Click Continue

Forgot My Password

If you have forgotten your password, or your password has expired,
you can have a new password emailed to you.

Enter your User ID below. This will be used to find your profile, in order to authenticate you.

User ID: 101234R x

Continue l

%, Refresh l

7. You will get this message if you have not entered your email address or security
guestion in PeopleSoft . Please call the City of Norfolk Help Desk at 757-664-
HELP for assistance. If you do not get this message proceed to step 7.

-

Meszage from webpage ﬂ

l A new password c3n not be sent to user. (48 224}
i

The wssr has not sstup or doss not have 1) 3 system email address 2} 3
hint guestion and response for validation or 3) permission to have the
password emailed. Please contact the City of Norfolk Help Desk at T57-
Z34-HELF for assistance.

o ]
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8. Enter your “Response” to the Question. Click “Email New Password”.

Forgot My Password

User ID: 01234R

Email ID: user.email@norfolk.gov

Please answer the following question below for user validation.

Question: What is the name of your pet?

Response:

Email New Password

9. Click the “X” to close this session. Check your Email for a message from
norfolkinternalautoreply@norfolk.gov for your new, temporary password.

10. The Email you are looking for should be titled similar to this one. Your new,
temporary password will be in the Email. You may have to repeat steps 1 — 4 of
this Guide if your previous session has ended.

Fri1/16/2015 10:48 AM
norfolkinternalautoreply@norfolk.gov

User ID Password

To user.email@norfolk-sheriff.com
Suggested Meetings
This is an automated response email, please do not reply directly to this email.

Here is your temporary password, it is case sensitive:
G1B8CSXV!2

When you sign back into your City of Norfolk's PeopleSoft Self-Service account, you will be prompted to change your password.
Your password must be at least seven characters with one capital letter, one number and one special character (e.g. @, #, %).
If your account has been LOCKED, call the City of Norfolk Help Desk at 757-664-HELP, Monday - Friday, 8:00am - 5:00pm

Benefits Open Enrollment questions should be directed to Human Resources at 757-664-4494.
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11. Once you are back to the Sign In Screen, Enter your User ID and Password. Use
the new, temporary password sent to you in the Email and Click Sign In.

ORACLE’
PEOPLESOFT ENTERPRISE

Select a Language:

User ID: |01234R [

Enalish Espaiiol
Password: | I Dansk Deutsch
Forgot your password? = Francais Erancals di Ganada
Italiano Magyar
Nederiands Norsk
Polski Portuqués
Suomi Svenska
Cestina BE:E
=N PyC KW
jH {Ei{%. A 3T
FHEh dog sl

12. Your new, temporary password is set to expire and must be changed the first
time you log in with your new, temporary password. Click the link “Click here to
change your password.”

ORACLE
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.

February 2015 Page 5
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13. Enter the new, temporary password from your Email into the “Current
Password:”

14. Enter a “New Password:” - Your new password must be at least seven
characters with one capital letter, one number and one special character (i.e. @,
# %,&). Remember your password is case sensitive.

15. Re-enter your new password in “Confirm Password:”

16. Click “Change Password”

Change Password
User ID: 01234R

Description: Forgotten Password

*Current Password: | eesssesss
*New Password: sscssscse
*Confirm Password:  |seeecssss -

Change Password

17. Click “OK”

Password Saved

‘/ Your password has successfully been changed.

Congratulations! You have successfully changed your password!

18. Click Sign out in upper right-hand corner or continue and use Retirement Self-
Service.
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